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O??lCI O? ~ I C U I T A U l  O? ETATI STATE 
OF A p p l i c a t i o n  f o r  DI?PAU?MIIT 01 ARCIIVIS b 11ETORl  I 

RECORDS D I S P O S I T I O N  STANDARD n ~ c o u ~ a  umcsnrm Dxvxnroi  GEORGIA 

________ 

Warren C .  Witte 
Forms and Records Management Unit  
959 E. Confederate Ave. 

f i  7 .  E 
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATEf 

'*What is the  f'unction o f  t h e  o f f i c e  i n  which t h i s  r eco rd  series is  eea t ed?  

The Personnel  Sec t ion  shall be  r e s p o n s i b l e  f o r  t h e  recru i tment  and t h e  disengagement of 
personnel  and t h e  p repa ra t ion  and maintenance of personnel  records .  
Sec t ion  s h a l l  be  r e spons ib l e  f o r  departmental  account ing a d  t h e  p repa ra t ion  of budgets 
and f i n a n c i a l  r e p o r t s .  The L i g i s t i c s  Sec t ion  s h a l l  procure supp l i e s  and s u p e r v i s e  t h e  
i s suance  of and maintenance t o  s u p p l i e s  and equipment necessary f o r  the success  of the 
Department's mission.  
a n a l y t i c a l  suppor t ,  inc luding  procedures w r i t i n g ,  forms des ign  and c o n t r o l ,  r eco rds  
management, and reproduct ion  s e r v i c e s .  

The F i s c a l  Serv ices  

The Management Serv ices  Sec t ion  s h a l l  provide planning and 

- --- -- 
1. This f i l e  con ta ins  the fol lowing documents (include form numbers and t i t l e s ,  if any, 

and f i l e  arrangement).  

Documents r e l a t i n g  t o  t h e  forms of t h e  Department of Publ ic  Safe ty .  
Included are samples of forms of t h e  Department of Pub l i c  Sa fe ty .  Form Request (DPS-4) 
and s p e c i f i c a t i o n s .  
F i l e  i s  arranged numerical ly  by form number. 
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YES NO 

13. Is t h i s  t h e  Record Copy of t h e  series? 

1 4 .  Is there  a duplication of  t h i s  deries In  another office or agency? 
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15. Is the information contained i n  t h i s  s e r i e s  ever summarized o r  p'ublished? 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information' requiring secur i ty  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  'amend or  terminate agency policies and procedures? 

' .  Attach copy of summary o r  publication. . .  

18. Could the  function be performed i f  t h e  f i l es  were l o s t  or destroyed? 

19. Is t h e  s e r i e s  (or  major portion of i t) regular ly  microfilmed? If yes, why? 

20. Does the  record s e r i e s  Provide data  as input t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP printout?  

22. Has t h e  Federal Go ' 8  rnment issued ins t ruc t ions  governtng t h e  refention/dispo- 
s i t i o n  o f  these f i l e s ?  

23. W i l l  t here  be a need f o r  these records 10, 15 years from now? If yes ,  what? - - ------in= 

24. REQUIREMENTS. 1 The following requires the f i l e s  t o  be kept- rears : 

a. [ ]STATE b. [ ]STATWE OF c.  [ ]AUDIT d. [ ]FEDERAL e .   ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite  Law, S ta tu te ,  or other reason for  the retent ion requirement) 

F i l e  needed t o  car ry  out  forms management i n  Department 

l_l_ -- --- I_ I 

25 .  AGENCY R E C O m D ~ I O N S .  T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut o f f  a% the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER see below ,then : 

[ ] Hold i n  the  current f i les  area ' 'month(s)/  y e a r ( s ) :  

[ 3 Destroy. 
[ ] Transfer t o  S ta t e  Archives f o r  permanent re tent ion.  

Transfer t o  [ 3 S t a t e  Records Center [ ] Local Holding Area; hold year(s): 

[ J Destroy immediately after cut-off. 
4 Other: (Specify) Destroy when obsolete,  superceded or no longer needed for  

re erence. 

( Indicate  briefltr rationale fo r  recornendations &ug/orBpite  additional remarks )  : - -  - 
( ) Nonconcur 

in paragraph 2 
are: 

OTHER REQUIRED SIGNATURES DATE 
Date 

.. -- 
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